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OUTLINE Cr DIVISION OF EXTENSION THFORL ATION YORK FOR DISCUSSION 
NITE 4-H FELLOWS AnD SXT=nISION WORKERS. 
(1) The Visual Instruction and Bditorial Section...Ralpn M. Fulghum,Room 5939 
A} Scope of work covered. 
(a) Instructional activities. 
(b) Service work. 
(c) Dissemination of information. 
(B) Relation of wor to extension activities in field. 
(C) Relation of work to Federal agencies. 
(D) Organization of the section. 


C2) roads ONG oa. s yc de nck bedleeslnstccvsesrs. arter N. Bealem, Room, 5900 
A) Kinds of pubdlished material. 
(a) Printed material. (Samples.) 
(1) itwmbered series. 
(2) Yearbook of Agriculture. 
(bd) Duplicated material. (Samples.) 
1} Mimeographed. 
General. 
ilumdered series. 
Extension Service Circulars. 
Miscellaneous Extension Pupdlications. 
Lecture notes for film strips. 
(2) Multigresshed. 
(3) Multilithed. 


(B) Procedure in publishing manuscripts. 
(a) Printing. 
(1) General policies. 
(2) Origin of manuscripts. 
(3) Zditing. (Sample of edited manuscript.) 
Bditorial policies and authorities. 
Strvle Manual of the Government Printing 
Office. 
Tyne Book of the Government Printing 
Office. 
-elations with Office of information. 
.elations with Government Printing Office. 
roofreading. (Samples. ) 
Proof of illustrations. 
Galley proof. 
Page proof 
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(>) Duplicating: 
/ 
CL) “Policies. 
(2) Proofreading. (Samples of stencils and 


maltigraph proof. ) 
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(3) Extension Service Review 
4) Selection end preparation of material...Clara Bailey, Room 5936. 
(a) Sources of material. 
(1) Annual reports. 
(2) State press releases and extension publications. 
(3) Reports of field agents. 
(4) Conferences with the staff. 
(5) Letters to extension editors. 
(6) Regular press and extension conferences. 
(b) Selection of material. 
(1) The make-w of the Review audience. 
Geographical distribution. 
Agricultural, home demonstration and 
club distribution. 
Smith-Huches teachers. 
Subdject-matter distribution. 
The object of the Review. 
Timeliness and imoortance. 
Special issues. 
Keeping the confidence of State cooperators. 
Representative and interesting. 
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(c) Tynes of stories used. 

(1) Signed articles, usually illustrated. 

(2) Feature articles, illustrated, such as long 
time results in a count:, an unusually 
successful project, etc. 

(3) Short stories (sometimes illustrated, some- 
times not) such as brief account of good 
methods, successful meetings, human in- 
terest items, good pictures with legend, etc. 

(4) Fillers. 


(ad) Review Index. 


(B) Editing of material and meke-up......Dorothy Bigelow, Room 5936 
(a) Editing manuscript for printing. 
(bo) Preoaring copy for printer, such as marking types to be 
used for headings, initial letters, and the like. 
(c) Advertisements on nage 4 of cover. 
(1) Obtaining material. 
(2) Layout. 
(ad) Illustrations. 
(1) Determining size. 


(2) Cutouts. 

(3) Special arrangements. 

(4) Thumbnail sketches. 

(5) Improvement of photographs by Mr. Stevenson 


or ir. Ackerman. 
(e) Galley proof. 
Reading and correcting. 
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(3) Extension Service Review (Continued) 
B) Editing of material and make-up (continued) 
(f) Make-up. 
(1) Sinks or running heads. 
(2) Arrangement of headings. 
(3) Arrangement of tipe including working 
around illustrations and runovers. 
(7) Page proof. 
(h) Distribution. 
(ill have a complete set for one number ready 
to show the students). 
(4) News and General Informational Activities..-Althea =. Thacker, Room 5942. 
A) Reiation of news to information service of the Department. 

(a) Organization for dissemination of news (Press Service). 

(b) Chief sources of news. 

(c) Main vehicles for carrying extension news 
(Press release, clip sheet). 

(B) Use of photographs in news service. 

(a) Type of photograph desired. 

(bd) Necessity for story to accompany picture in most cases. 

(c) Uses made of extension news photographs. 

(C) Information for special writers and magazines. 

(a) Tyne of information usually needed, points to 
be covered, etc. 

(b) Sources of information (County agents! reports, re- 
leases from State editorial offices, legends ac- 
comanying photosraphs, correspondence). 

(D) Policy on release on extension information to the press 
(facts only, no interpretation other than quoted state- 
ments of officials). 

(Z) Informational set-up for National 4-2 Club Camp. 

(F) Emergency activities. 

CS) Rate «seem mess stave ep eude aces vessel noe! Maidens s 


John Beker, Room 402 
Administration Building. 
(A) General plans for usine radio in support of extension work. 
(B) Coordinated Federal-State radio service. 
(C) Radio programs of the Extension Service. 
(a) 4-H Club program. 
(b) lLand-Grant College program. 
(c) Home Demonstration program. 
(a) How the 4-H Achievement program is arranged. 
(D) How programs are organized. 
(E) Informational support to the programs. 
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CG) ates. oc cue ceeds or derebsdo pes vdee Herbus Gericke, Roan 5920 
(A) How to organize. 


A 

(B) Importance of a list of legends. 

(C) Quality of photographs. 

(D) Make-up of charts for film striv production. 
(3) The preparation of readers. 

(F) Trimming. 

(G) Mounting. 

(H) Lettering. 

(I) Wumbering. 

(J) Final check on the completed series. 

(K) Transmittal to the commercial firm. 

(L) Production cost and time required. 

(MM) Importance of release for illustrations published in com- 


mercial books, magazines, or newSpapers. 


(7) Practical PROVOSTADDY 0.60 es cece rv ons es « e GOOrEE W. Ackerman, Room 5547. 
A) Instruction in and demonstration of interior photography. 
(B) Develoning negative of interior photograph. 
(C) Demonstrate the making of a photograpnic print. 


fo) ‘Photderaniic Miles... .< 0%. cous seecsecees LDUretta Ramsey, Room 5944. 
(A) Classification and filing of photographs to insure easy 
consultation. 


Gh) HA OD corsa Sabha iret aa Parnas .....Mary B. Sawrie, Room 5934. 
A) Educational Posters. 
(a) Source of material for such posters. 
(b) Requirements for a successful poster. 
(c) A series of posters on a given subject - how 
develoved — (as Georgia Poultry Series). 
(d) Assistance given b: our office in the preparation 


of posters. 


(B) Charts. 
(a) Material to be shown graphically usually the result 
of a survey. 
(od) Types of charts - simple tabulation, bar graph, 
curve, "Pie" sraph, pictorial chart - map. 
Actual making of cloth chart - pencil layout to 
scale — estimating space required for type. 
(c) Life cycles - Diagrams. 
(C) Cartoons. 
(a) For a regional campaign. 
(db) For a particular situation in a given State or 
county. iow such cartoons are prepared. 
(c) Local use of cartoons. 
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(9) Art York (Continued) 
D) 4-H Cutouts and Window Displays. 
The value of local color in such exhibits. 


(E) ifiscellaneous. 
(a) Page headings. 
Thumbnail sketches. 
Cover pages. 
Titles for film strips. 
Seals, emblems, etc. 
Illustrations for circular letters. 
"Humanized" graphs. 
Colored maps. 
Advertisements for page 4 of cover of Zxtension 
Service Review. 
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(10): Deer rl bupion OF Materiales isc y oss -'vidivnieetee, He Ona ROO memes 
(A) Distribution of publications. 
(B) Sale of film strips and illustrative material. 


Ci) ie ite eG dat nice ees Wests ws 6 4od2 00 6s se eealQBeDM Aeeer aad, 
Hq. &. Baldwin. 
(A) The Bchibits office......csecss-cses+s0OSOph be HisCamy Piaea. 
(a) History. 
(b) Organization. 
(c) Functions. 


CB) Preperatwonessac wx.» Sishodeesveeceswele De Saldweny Om euoeee 
(a) Plans and designs. 
(b) Construction. 
(c) Art rooms. 


CG). Tita Pitt Onsatee wits stl Sauresbugiere ors pie eis -George H. Cook, In Charge 
(a) Circulation. 
(>) Warehousing. 


(72) M6bsom Pietiree yas sisi ecs nee ale cls « 0.900 sO ONG grene ele 
C. A. DSindstrom, and others 
(A) The Motion Pictures office..........C. A. Lindstrom. 

(a) History. 
(b) Organization. 
(c) Functions. 
(d) Production, 
(e) Circulation. 


(B) Technical Research...-.....:+- sMonscve ut akeaor oars 
(a) Sound recording. 
(b) Time-lapse vhotography. 


¥ "Report to Mr. Tucker, Room 5935. 
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(12) Motion Pictures* (Continued) 


EVER DOT AVOL ees. Cs eel ew et oo ements 


Feet ele eh Geo. R. Goergens. 


(a) Developing, fixing, and washing. 


(bd) Printing. 
Ce) Ditve. 
(a) Matehine. 


PO psec DURE OUN ia «issn siceerente eis 
(a) Correspondence. 
(b) Records. 
(c) Bookings. 
(d) Statistical reports. 
(e) Shipping orders. 
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